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TO "CIA RECORD5 ADMINISTRATION OFFICER DATE: 1 AUGUST 1963
25X1
FROM
CHIEF, CIA ARCHIVES AND RECORDS CENTER
SUBJECT:RECORDS CENTER COURLER SERVICE D51

3. The Records Center Couriers have traveled well over 400,000 miles and
have delivered 1,324,516 reference items to components of CIA and other
government agencies. There is no way to count the documents delivered to
the Records Center from Headquarters however, it was coneiderably more than
the 1,324,516 delivered to Headquarters. In addition to the Rec
meil additional duties have been added over the years.
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4. The above was accomplished without any serious mishap. Not a single

document wes lost or misplaced. The couriers over the years have shown good

Judgement, a cooperative attitude and a desire to do the best possible job

of servicing the Records Center customers. Although these characteristics

are not uncommon in the Agency, 1t 1is unusual to find them all displayed by

80 many pecple in the same job over 8 years,

2. The following is a 1ist of the individuals who have been employed as a

Records Center Courier showing their present asslignment,

Name Date of Courier Assignment Present Assignment
25X1

6/20/55 - L/21/57 Records Center Staff
6/20/55 - 4/19/59 Records Center Staff
3/24/57 - 11/12/61 Records Center Staff
4/6/59 - 8/21/62 DD/P
7/23/61 - 3/9/62 Records Center Staff
2/12/62 - 5/21/63 Office of Communications
L/1/62 - 8/27/62 Logistic/Administration
9/2k /62 - 3/25/63 Office of Communications
3/17/63 - Present
5/12/63 - Present
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In addition, the following Records Center Employees substituted for
the regular couriers when they were on leave and made special deliveries of
urgently needed documents.

8/1k /55 -~ Present Recorda Center Staff
6/6/55 - Present Records Center Staff

6. It i recommended that these individuals be commended for a job well done,
and that a copy of this letter be placed in thelr Official Persommel Folders.
They have contributed in no smell way to overall success of the Archives and
Records Center.

Te This function will now be taken over by the Mall and Courier Service at
Headquarters.
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COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks:

A-‘:}tadxe& are 12 copies of & memorantim re-

1ative to the Records Center Courler Service

which was recerntly transferred to the Office of

Iogistics.

li

Will you see that a copy gets included in

Officiel Personnel Folder of each of the 12

persons named in this memorandum?

FOLD HERE TO RETURN TO SENDER

FS AND PHONE NO.

DATE
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Use previous editions
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U.S. GOVERNMENT PRINTING OFFICE : 1961 0—587282
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